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Structure and Responsibility 

Title/Position/Role 
 

Responsibilities in the Environmental Management System (EMS) 

CITY MANAGER 
 
 

• Responsible for endorsing the City of Williamsburg Environmental 
Policy. 

• Responsible for assuring all department areas are committed to 
continual improvement in environmental performance. 

• Responsible for support of the development and continued 
implementation of the overall EMS program. 

• Participation in a Management Review of the Public Works & Utilities 
EMS. 

 

DIRECTOR OF 
PUBLIC 
WORKS/UTILITIES 

• Responsible for assuring all divisions of the Public Works & Utilities 
Department included in the EMS are committed to continual 
improvement in environmental performance. 

• Responsible for support of the development and continued 
implementation of the overall EMS program within the Public Works & 
Utilities Operations. 

• Participation in a Management Review of the Public Works & Utilities 
EMS.  

• Responsible for communication of the status of the EMS to the City 
Manager for the purposes of improvement. 

• Responsible for providing financial data to support EMS policies and to 
facilitate measurement of objectives. 

• Responsible for ensuring contractor support on EMS policies through 
contractual obligations. 

• Responsibilities of Public Works & Utilities Emergency Coordinator or 
assignee  

 

EMS TEAM • Collaborates with the Director of Public Works & Utilities on the 
development of training needs and programs.  Facilitates internal 
communication of EMS elements per the Communication Procedure. 

• Responsible for developing, implementing, and maintaining the Public 
Works & Utilities EMS. 

• Responsible to ensure the Public Works & Utilities activities meet the 
environmental regulations, permit conditions, terms, and city policies. 

• Responsible to ensure EMS Procedures and Work Instruction 
Procedures (WIP)’s are established, maintained, and followed. 

 

 



 

Title/Position/Role 
 

Responsibilities in the Environmental Management System (EMS) 

EMS TEAM (CONT’D) • Responsible for the overall maintenance of the Public Works & Utilities 
EMS.  This includes the update and maintenance of the EMS Manual                                       

• Responsible for implementing and verifying corrective and preventive 
action plans when required. 

• Responsible for the review of non-conformances generated by the 
internal audit process.  

• Responsible for reporting on the status of the Public Works & Utilities 
EMS to the Public Works Director. 

• Responsible for coordinating internal auditing efforts. 

• Responsible for Lead Auditing Role. 

• Maintains the integrity of the EMS documents in GreenWare. 

• Responsible for the document control of the EMS documents, forms 
and records. 

• Liaison with other City departments as necessary on EMS issues. 

• Responsible for following a specific audit plan/schedule. 

• Responsible for conducting internal audits of the Public Works & 
Utilities using procedural requirements and the ISO 14001-1996 
standard as a guideline. 

• Responsible for reporting the results of the audits to the Director of 
Public Works. 

• Responsible for representing each operational area during the EMS 
Team Meetings. 

• Responsible for the identification of Public Works & Utilities 
Environmental Aspects and Significant Aspects. 

• Responsible for facilitating the initial drafts of Public Works & Utilities 
procedures, WIP’s and other elements of the EMS. 

 

PUBLIC WORKS and 
UTILITIES 
SUPERINTENDENTS 

• Responsible for documenting procedures and Work Instruction 
Procedures WIP’s pertaining to operation (handling, shipping and 
receiving, and hazardous waste handling). 

• Responsible for assuring delivery, transport, handling and storage of all 
materials on-site is done accordingly to regulatory guidelines, City 
directives, and EMS requirements. 

• Responsible for ensuring complete training of employees in the 
environmental policy, procedures and WIP’s as specified in the training 
procedures. 
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Title/Position/Role 
 

Responsibilities in the Environmental Management System 
(EMS) 

PUBLIC WORKS 
SUPERINTENDENT  
(CONT’D) 

• Responsible for documenting procedures / WIP’s pertaining to 
purchasing materials and/or services with environmental impacts. 

• Responsible for notifying the EMS Team of new products or 
materials purchased.  

• Responsible for ensuring contractor support on EMS policies 
through contractual obligations. 

• Responsible for calibration of required equipment. 

• Communicating employee feedback on Environmental Policy.  
Training and communicating pertinent procedures and WIP’s to the 
employees of their respective area. 

• Responsible for ensuring employees in their respective areas have 
training and tools to meet the requirements of the procedures and 
WIP’s. 

• Responsible for documenting procedures and WIP’s pertaining to 
emergency response. 

• Responsible for the execution of the emergency response per the 
City of Williamsburg’s plans, procedures and WIP’s. 

 
 

PUBLIC WORKS 
AND UTILITIES 
OPERATIONS STAFF 

• Responsible for performing their tasks in accordance with the 
regulations, the Environmental Policy, pertinent procedures and 
WIP’s. 

• Responsible for communicating their concerns to the Supervisor or 
EMS Team member regarding the performance of tasks, in 
accordance to the above listed requirements. 

• Responsible for notification to the EMS team in reference to 
Environmental Emergencies. 

PUBLIC WORKS 
DISPATCH 

• Responsible for transferring external calls to an EMS team member 
in reference to environmental inquiries and complaints. 
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